MIDOCEAN

PRESENTATION AND
WRITING SKILLS
lecture No. 4
BY
Dr. Manal El-Sayed




|
MIDOCEA\

lecture No. 4

@ﬂ}&ﬁ\ﬁﬂ| ‘3 SlelainaYl ¢l po g dglaidl &l
Collaborative Writing and Conducting Meeting in

Technological Era

www.midocean.ae



MIDOCEA]

A8l 5 pualaall olila glaa ,udl

|  Test your knowledge for the previous lecture

(

1. Types of teamwork elaall Jaall g1l Y
Advantages and disadvantages of (sobaall Jaall e gL 3 Y
teamwork. ; ;

3. Recognize team members roles. Gl ¢ ol e Y

4. Determine team characteristics. G Al atliad a8

5. Communicating effectively in teams Gl < Jadll Jeal g3l 0

6. Differentiate between team group and e . L
teamwork B Al Ae sane (s G &l T

elaall Jaall g
.
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' Learning Objectives alasl) Cilaa
( k.
d Communicating collaboratively skt S Jal gl O
d  Guidelines will help you work Laadl e calali W) eheluin O
together more successfully Aalas HiS) S5 b
O Making meetings more productive. Al S clelaa¥l dea O
O  writing collaboration technology Gl gal alasi Wy A g glaill A1)
h; . .~\
tools. sl
d  Virtual communities and social Sl s Al ] u =l U
dac Laial!
networks
\_ J
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[\I. Collaboratlng on Communication Efforts
Juaiy) S BN u..°| u3u\

Collaborative Writing 4 glal) A<l W
Select Collaborators G glaial) 22,
Choose a combination U’”“*“‘J‘“
of people with the agdl Gl palauay)
experience, information, Cila glzall g 5 yaddl
and talent needed for JSI da DU dua gall g
each project. £.9 54
~ y
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Agree on Goals <ilay) e sy i
Starting without a 8BS g
clear idea of what (2 Jali Les daal g
you hope to () (5 5 ARBAT
accomplish will s lia) g Lyl
lead to frustration .8 gl
and wasted time.

- v
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4 <
1
é Take Time to Bond Sl il B g A4

Give your team time Sl b gl) A8 B il
to bond before diving (2 sall J— Jiaal gl
in. Ensure people get &) Gt 2eeSU | (Jan ]

to know each other 5 (58l alAEY)
before being asked to <k o Jid () aguany
. collaborate. (9l aga )
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Set Responsibilities

Clarify individual
responsibilities.
This Is essential
because team
members will be
depending on each
other.

Gl 9 fmisad) iin g
A Al

J
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o

Clarify Processes

Establish clear
processes.

Make sure everyone
knows how the work
will be managed
from start to finish.

Gllaxll mua ¢

_:\Aa.'au Gllee gl
a—aall o)) (e 2SS
54 Ak S (8 g
) Al e el

g
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\
6 Avoid Group Writing 4aclaad) AUS) Caiad

Avoid writing as a group. ‘ ) )

Group writing can be a O (Say Acgapes ALSH Guigd
slow, painful process, so Aihy dde 4plapd) 4Ll (50
assign the actual writing to Aladl) AUSH) Cpply 08 1A ¢ Aalgag
one person or divide larger Gibdal) pandliy a8 3 aaly uM
projects among multiple PlS Bas (y yaSY)
writers.

\. J
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-
6 Use Compatible Tools 482) gia ) ga) aadiiu)
Make sure tools and i8S g <l gAY o) (pma 2SS
techniques are ready and a—a> p—a 488 gla g 5 AL
compati.ble across the Gt A8 | gy 8l gl iac]
team. Minor details such as “S 54 1 Ll
different versions of Y T aras ‘“ﬁ‘ e
software can delay gl ) (e Adlidl e
projects. Lo baal) pdl )
\ ‘ﬂ"‘fﬁg /
= ey
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N
é Check Progress Often  ¢ba¥l (e S (8 adidl) (e (38a

 Check to see how things il i€ gyl GBad e
are going along the way. Gkl Jsh s saY)
* Don’t assume that Sary g i JS ) G a8 Y e

everything is working, just ad el 3y aal caia IS
because you don’t hear b g .
anything negative. et e

w‘ %
~ )
- - / ’
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i ' Collaborative Technology A glacil) Lia of gicil

¥ -
v" Shared workspaces A< sl Jaad] Claboca v/
v' Groupware delan gal y v/
v Cloud computing dand) Lpgal) v/
e e, 0 3 4
v Group Review and Editing =il Al )l v
gﬁl.nel\
v Content Management o sinall 5101 Aakill v/
Systems
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VIV 1 Collaborative Technology A glatl) Ly of gisal

4 E
A jidiall Jaal) Glabua vV
v Shared workspaces o el i "kl ) Gl AV
v’ are “virtual offices” that give everyone i ) J g gl ApilSal (3 il
on a team access to the same set of Jhia rcila glaall g 3 ) g—all dc gana
resources and information: such as, had g cilay il g il A gd

databases, calendars, project plans, and 1 i) JAig ol

e-mail exchanges, shared reference A idall daa yall 3 gall g AN

materials, and team-created documents. i e e
v' These workspaces are part of a larger AN WL (2 ity

class of software known as groupware A Cpa lp 3 °§-" Jandl Slalws 223V
@A\A‘HJ@U)&@\A\Q‘A‘
dclaall
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syl collaborative Technology dx shall L ol gisal

a8 R
v

v

ey make it easy for geographically dispersed team memioe

@2

1o access shared files anytime, anyWhere.
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U

N

\

E

pas N‘ Collaborative Technology A gladl) L of gdsal
3 —
v
v
v
v
v
v'  group review and editing
v
th
Q
a It ffer c]uite the level of direct collaboration
\. J
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" Social Network 4slaay) 4l
4 .

dgaglaii) g 481 Aol 3 gaad) 398 A3 A Bae il

helping erase the constraints of geographic and organization
boundaries
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Social Network 4slaiay 4udl

(

e dad) Lgaal e laial) clSuddl g ¢ olaad) Jeall 3ajallg (Sl
$AY) 21 gdl) g Jlee ¥ iyl

enable and enhance teamwork, social networks
have numerous other business applications and
benefits
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[Tl Social Network Aslday! Al

a 2
The two fundamental A3 Y g &) praainll
elements of any social L Lo laia) cilSud
networking technology are

Profiles daad ) cildlal)
Connections el
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[TI Social Network  4sldyy) as.dl

: Profiles

the information stored JS oo A il glaall
about each member of Al A g
the network
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UNIVEQS|TY| Soc|a| Network @W@Y‘ m‘

: Connections Y Lay!
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Virtual Communities  4ual sy claaisall

r ~
Identify the Best People alAEY) Juad) apans
Build Organizational Knowledge draiiil) 48 pal) gl

Maintain Sense of Community aaiaall plaiiyly ) add) o Blial)

\_ b
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VTN virtual Communities Aol Y cilaaiaall

4 ; ; N
Identify the Best People AN Juad) paal

O The huge advantage that social ¢S &) La 8 g5 il 54—l 3 3sall (O
networking brings to these team Auaa7 A é—uﬁh il dslaiay)

efforts is in identifying the best ‘e, s ., o .
people to collaborate on each Ul JS (2 Gglaill (alddy) Juadl

problem or project, ¢ § 9y g

0 No matter where they are located ;_,A AR 3 g2 9 OlSa s Al sy
around the world or what their HJ‘JJi b La 3 ?SL’J‘ eladl aa

official roles are in the dalaiall 3 dpac )
organization. ' -
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VST victual Communities dadl i) cilaatiaall

~ N
e dnaatil) 45 al) sUis

Build Organizational
Knowledge

Such communities are like
teams in many respects,
but one major difference
IS the responsibility for

CLBMIAY) aal oSl g () g (a
aS18 e Al gpal) b A I

accumulating = Lo v G Bl
organizational knowledge \&f_ # - -
over the long term. - .o ghall

g | v
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VST vidtual Communities Al iy claaiaall

2 N
paiaall pLaiiYly  gadd) o Jliad)
aaiaall oLl jndd) o Blial) 84S Al Lyl Lelday) clQal selud o oSay
(o) Jelll e LAl Bale e o) aaald) gladhy Lay W gad pa ha

Maintain Sense of Community

Social networking can also help a company maintain a sense of community,
even as it grows beyond the size that normally permits a lot of daily
Interaction.

\_ b
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: Workplace Feedback 1
Jaad) lSa ciliadla
. J
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" Team Characteristics il galkad
r R
Constructive feedback, | ¢ Bl dan) M) Al 3 5
sometimes called constructive L
criticism, focuses on the L) 4l Ubal pandi A5
process and outcomes of gl y Jual gl dles o
commu_nlcatlon, not on the Cinal) QAR e uils
people involved.
\. y,

S =
- .‘—'
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| Team Characteristics

" Destructive alda |
In contrast, Obd (A3 a8l e
destructive feedback Tl 4 L e
delivers criticism with i Aalagd) A 5 Apia
no effort to stimulate Sfarl A ga o) oy gd Clal )
Improvement.

Ol
. J
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Making Your Meetings

More Productive
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sovesdll - productive Meetings 3 <kl cile LaaYl

o )
» Meetings are =R Slelaiayl
primary eNLa! Al g
communication A Ll
venue for today's asall Cilg

businesses

- v
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el productive Meetings 3ol clelaiayl

3 W
proceed with the following bubadil) alga (4 Ladd )
planning tasks PR A |
 Purpose waidl e
« Participants GeSldiall o
* Time & Venue OSall g cla il e
« Agenda Jae¥) Jgaa o

. y,
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el productive Meetings 5 <kall cils syl

(

* Purpose

Clarify your purpose.
Informational meetings allow
participants to share
information and perhaps
coordinate action.
Decision-making meetings
involve persuasion, analysis,
and problem solving.

5
s Al «

Cile Laiay) el dBan mod g
A jlaciay (S jleciall dila glaall
(Jard) (Bl Lag g Sila glaall
AN ada e laia) e
SN Ja g Jalail g £ LBY)
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vl productive Meetings 8l cilelaiay)

s N
» Participants

Identify participants for the meeting. The rule here is simple:
invite everyone who really needs to participate, and don't invite
anyone who doesn't need to be there.

Q98 Jdial) o

) Wa zliag (e JS 8500 tddarun La 3ac ) plaial) & oS Ldal) Jaa
a8 ol Nzl ¥ gedd sl e ali Yy (A Ll
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 Time & Venue

J  Online meetings are often the best way to connect people in multiple
locations or to reach large audiences,

J morning meetings are often more productive because people are
generally more alert and not yet engaged with the work of the day.

ONSall g ) o

281 5a (A QAlAEY (i Jual gill Ay sk Juadl b i AN) e clelaa¥) geSila e O
S S paalan Al Jguagll gl Bavaia

29 ALY, L3l 0508 Lagas (il OY Ll ) daliall clelaia¥) gesila L& [

J
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2 N

Agenda
Q the agenda is an important tool for guiding the progress of the meeting.
1 People who will be presenting information need to know what is expected of them,
0  know what will be presented so non presenters can prepare questions,
0  Know how long the meeting will last.
Jas ¥ J o
Slaial) adhl 4 o3 dala 313 Jlas) Joaa iy O
¢ pgia adgia ga e dd e ) Claglrall ¢ gatiin il Galddl zUSy O
ALY dlas) G Gadlall i Sal s Al aiw Ladd pay O
k Elaiay) g At Al 3aal dd 29 O o
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- )
« Stay on Track zaaall Dl o @il
* Follow the Rules ) 8l agil o
* Invite Participation A jlaall gl e
 Participate Actively Lliy @ jLs e
« Close Effectively Allady 3le) o
\. V,
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“v7El Conduct Meetings  clslial! sl s

f

= B
« Stay on Track raaall jlwall Jo il o
* Keep the meeting on track. Lo e plaiayl o Bila
Good leaders need to guide
. . ’ I Ggaant 30l Zlay zaawall
mediate, probe, stimulate, ot O Cw
summarize, and redirect &F SRA A Sl a g
discussions that have gotten  (a—Saill g Lgad Jam sl g WA o
off track. a5 Ll s La it s Lgod
RERREY
Y,
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“vrEll Conduct Meetings s ladad) s s

[- Follow the Rules o) g8l) a5 e L
e Follow agreed-upon rules. The LalSd Lgde giial) ac) gill adl o

larger the meeting, the more Cra OIS Ll ¢S] glaiall s
formal you will need to be. Aaay 81 098 O gl
Formal meetings often use Glelaial) aadd b La e g
parliamentary procedure, a cdilal jull Cilp) ) dsas )
time-tested method for s A e ddy )k A
planning and running effective  3_)3] § Jasdadlll pa j
meetings. Adladl clelaiay

. J
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vl Conduct Meetings  leladaY ¢ o)

[

Invite Participation

Encourage participation. Some
participants are too quiet, and
others are too talkative. The
best meetings are those In
which everyone participates, so
a leader must not let one or two
people dominate the meeting
while others remain silent.

\
Z\SJLM éé\ )

Ot (9 983 GaS pldial) Gany o
LAY (g ES AN and) g cdglall
) A clelaiay) Jbl
S e M (agaal) gad & L
Cadd gl (ad-dl prawy Wi LAY
By Lady plaia¥) o 3l
Osaba G gAY

.
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rEEll Conduct Meetings  clslial! sl )

a N
* Close Effectively Jud PE| o

At the end of the meeting, verify that the Gad e 25l (plaia¥ Algs 3 o

Bl (S a8y ad 13) 9 cdlaal)
schedule follow-up work. Then, N es?j Aaltal Juas 4 gan

objectives have been met: if not,

summarize the decisions reached, and ¢isy (gt} Jua gl a3 Sl )l
make sure everyone understands and

S Q98 g O gagdy Al O (e
agrees on the outcome ol

- .
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el Meeting Technology cilelaiaY) La ol giss

- )
Virtual Virtual
Teams Meetings
das) yay) (g ,all das) ydy) Glelaiay!
virtual teams, whose members work in different locations and
interact electronically through virtual meetings
e Lalg Y Quplolityg Aatihe il ga (B W e Jamy el bl 3,8

Lpa) JiN) cleladay) DA
\_ J
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' Challenges of Virtual Meetings 4xa! 5831 cile Laiay) ciljaas

r N
PLANNING
e da sl DILIGENCE
. Algiay!
\ J
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